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CERTIFICATE COURSE 

 

The greatest asset that any organization has is its people. Yet highly skilled 

technical talent in many fields is still scarce. Certificate courses try to play a role in 

assisting both organizations and individuals in the cultivation and recognition of 

professionals. It is essential in any professional endeavor to gain, maintain and 

document credible professional experience. 

⮚ Enroll in the program 

Certificate courses will review your experience, register you for the appropriate 

course(s) and you will select the course times that best fit your needs. Additionally, 

courses can be taken on-line or on-site. 

⮚ Attend the course and take the exam 

When you attend your first course, you have the opportunity to take your 

Professional Certification Exam. Immediately after the completion of the course. 

The exam tests your comprehension of each course objective and sub-objective, and 

your ability to apply the knowledge and skills you've acquired. Receive your exam 

results and Certification Certificate. 

 

 

 

 

 

 

 

 

 

 

 

 

 



    

  

S. No. Nature of 

the 

Activity 

Title of the 

Activity 

Resource 

Persons 

Duration No. of 

Participant

s 

4 Certificate 

Course 

Fundamental 

computer Skills 

(FCS) 

 

B. Swarnalatha 

P. Prathibha 

E. Sreedivi 

T.Aruna 

 

30 hrs 

 

( 07.11.2023 

to 

30.11.2023) 

 

 

80 

3 Certificate 

Course 

Every Day EXCEL T. Aruna 

E. Maneesha 

B. Swarnalatha 

P. Prathibha 

30 hrs 

 

08-02-2023 

to 

18-03-2023 

 

 

73 

2 Certificate 

Course 

Web Designing B. Swarnalatha 

T. Aruna 

P. Prathibha 

 

30 hrs 

07-04-2022 

To 

05-05-2022 

 

134 

1 Certificate 

Course 

WORD 

PROCESSING 

T. Aruna 

P. Prathibha 

B. Swarnalatha 

 

30 hrs 

08-11-2021 

To 

16-12-2021 

 

122 

  

TOTAL 

 



CERTIFICATE COURSE FOR THE ACADEMIC YEAR             

2023-2024 

 

S. 

No. 

Nature of 

the 

Activity 

Title of the 

Activity 

Resource 

Persons 
Duration 

No. of 

Participants 

1 
Certificate 

Course 

 

Fundamental 

computer Skills 

(FCS) 

 

B. 

Swarnalatha 

P. 

Prathibha 

E. Sreedivi 

T.Aruna 

 

30 hrs 

 

( 07.11.2023 

to 

30.11.2023) 

80 

 

 
COURSE NAME: FUNDAMENTAL COMPUTER SKILLS (FCS) 

 



 

  



 
 

 

Objectives: 
 

If you do well in this course, you should be able to: 

● Indicate the names and functions of the Word interface components. 

● Create, edit, save, and print documents to include documents with lists and tables. 

● Format text and to use styles. 

● Add a header and footer, footnote and graphic to a document. 

● Use the Spelling and Grammar Checker as well as Microsoft Help. 

● Manipulate documents using functions such as find and replace; cut, copy, replace. 

● A PowerPoint Presentation helps you in keeping your business on track by 

providing you with more orders over the information you’re introducing.  

● PowerPoint permits you to control the progression of a presentation. It Can Make 

Anything Look Good, It Helps To Visualize Your Thoughts. 

● Use and configure web browsers; use the Internet to locate, transfer, and publish 

information; create a basic HTML document; use e-mail services; and explain 

issues in choosing an Internet service provider. 

  



Outcomes: 
 

At the end of the course, the students will be able to: 

● Identify the various elements on the word screen. 

● Describe the different types of views. 

● Describe how to use non-printing characters and line spacing  

● Indicate ways of saving a document and  formatting characters in a document 

● Indicate various Autocorrect options. 

● Describe the alignment options. 

● Identify the various types of Indents. 

● Work with the basic features of PowerPoint 

● Create a new presentation and work with presentations 

● Insert text into a slide and apply basic formatting 

● Work with the various slide layouts 

● Create and work with SmartArt graphics 

● Draw and format shapes 

● Navigate a slideshow, use a range of printing techniques 

● discuss elementary Internet concepts and history 

● make a successful Internet connection 

  



BROCHURE 

 
 

 
 

 

 



BROCHURE RELEASE 

                                              



INAUGURAL SESSION 



 



CLASS NAME  : BA (All groups) 1st and 2nd Year 

SYLLABUS   : FUNDAMENTAL COMPUTER SKILLS (FCS) 

Unit 1: Getting Started with Microsoft Word  

In this, we discuss the basic on-screen elements of Microsoft Word. We explore the 

toolbars, menus, commands, and taskbars. Toolbars and menus are located at the top 

of the screen and list options that allow you to insert, view, or change the layout of a 

document. Each menu option lists different commands that let you format, save, and 

print documents. We also discuss the Quick Access Toolbar and learn how to add and 

delete commands.  

Creating And Opening Documents - Saving And Sharing Documents - Text Basics - 

Page Layout - Printing Documents -Inserting pictures - Editing images - cropping 

images - adding text on images 

Unit 2: Creating and Formatting Documents 

In this unit, we explore how to use Microsoft Word to create new documents and 

documents based on templates. We review the different commands used to format 

documents, and introduce options for saving and printing documents. This will help 

you learn as you practice creating and formatting documents.  

Formatting Text -  Indents and tabs -  Line and paragraph spacing -  Lists -  Hyperlinks 

-  breaks -  Columns -  Headers, footers, and page numbers -  Inserting Tables 

-  Modifying  Tables - Formatting Tables -  Converting Text to Tables 

Unit 3: PowerPoint 

Introduction to Ms. PowerPoint - Introduction And Creating Presentation - Working 

with Themes - Working with Objects - Animated Projects - Introduction to all types of 

tools - Working with texts - Printing Your Presentation 

Unit 4: Internet Concepts 

Internet and its history:  Defining and describing the Internet - Brief history - 

Discussing the future of the Internet, Internet Resources:     Email: Parts of 

email, Web-based email, Email address Accessing the Internet: Types of access, 

online services -   Internet services providers Browsing the Web:  Hypertext and 

hyperlinks - Using browsers - Uniform resource locator - Following links - Returning 

to the home page, changing the home page, Favorites and Bookmarks, Cookies 

Searching the Net: Search techniques - Boolean phrases - Search tools – Indexes, 

Directories Examples, Saving and downloading 

 

https://learn.saylor.org/course/view.php?id=57&sectionid=552


 

 

 

 

 

 

 

 

 



 

 

 

 

 

 



HANDS ON PRACTICE: 

 

  



STUDENTS ATTENDANCE:  

 

 

 

 



Practice Questions 

 

1. Prepare your own Curriculum Vitae (CV)  

2. Poster making  

3. Formatting options in worddocument1 

4. Table with students details  

5. Table of Contents (Only table of contents page to be printed) 

6. Select your document by using select all option and change the font size of your 

document. 

● Underline the “Microsoft –word” using underline option. 

● Draw a line through the middle of the selected text using strike through 

option. 

● Create small number below the text baseline of the word “Multi-Tool” 

using subscript ( ctrl+=)  

Multi-Tool1 

0. Create and manage presentations and slides. 

0. Insert and format text, shape, and images. 

0. Insert tables, charts, SmartArt, and media. 

0. Apply transitions and animations. 

 

 

 

 

 

 

  



FEEDBACK: 

 

 

 

 



 

 

 

  



CERTIFICATE: 

 

 

 

 

 

 

  



CERTIFICATE COURSE FOR THE ACADEMIC YEAR  

2022-2023 

COURSE NAME: Every Day EXCEL 

 
NOTICE:  

  

S. No. Nature of 

the 

Activity 

Title of the 

Activity 

Resource Persons Duration No. of 

Participant

s 

1 
Certificate 

Course 

Every Day 

EXCEL 

T. Aruna 

E. Maneesha 

B. Swarnalatha 

P. Prathibha 

30 hrs 

 

08-02-2023 

to 

18-03-2023 

73 



BROCHURE: 

 

 

  



BROCHURE RELEASE: 

 

 
 

  



Objectives: 
 

If you do well in this course, you should be able to: 

● Indicate the names and functions of the Excel interface components. 

● Enter and edit data. 

● Format data and cells. 

● Construct formulas, including the use of built-in functions, and relative and absolute 

references. 

● Create and modify charts. 

● Preview and print worksheets. 

 

Outcomes: 
 

At the end of the course, the students will be able to: 

● Examine spreadsheet concepts and explore the Microsoft Office Excel 

environment. 

● Create, open and view a workbook. 

● Save and print workbooks. 

● Enter and edit data. 

● Modify a worksheet and workbook. 

● Work with cell references. 

● Learn to use functions and formulas. 

● Create and edit charts and graphics. 

● Filter and sort table data. 

● Work with pivot tables and charts. 

● Import and export data. 

 

  



CLASS NAME  : BSc (Physical Science) 1st   year 

SYLLABUS  : Every Day EXCEL 

 

Syllabus 

MODULE-1: Excel Fundamentals 

Basic features of Excel; Excel Interface; Saving and opening files; Sheets, cells, 

rows and columns; Sheets, cells, rows and columns; Moving around the 

worksheet; Editing the worksheet; Common Excel Shortcut Keys; Working with 

Numeric Data in Excel; Entering Date Values in Excel; Relative Versus Absolute 

Cell References in Formulas; Naming cells and cell ranges 

 

MODULE-2: Modifying & Formatting Data 

Moving and Copying Data; Inserting and Deleting Rows and Columns; Changing 

the Width and Height of Cells; Hiding and Un hiding Excel Rows and Columns; 

Renaming, Deleting, Moving and Copying Excel Worksheet; Working with Font 

Formatting Commands; Changing the Background Color of a Cell; Adding Borders 

to Cells; Formatting Data as Currency Values; Formatting Percentages; Creating 

Styles to Format Data; Merging and Centering Cells; Using Conditional 

Formatting;  

 

MODULE-3: Excel Functions- Inserting Images and shapes 

Creating Basic Formulas in Excel; Working with the SUM( ), MIN( ) ,MAX( ), 

AVERAGE( ) and  COUNT( ) Function; Using the AutoSum Command; Excel's 

AutoSum Shortcut Key; Using the AutoFill Command to Copy Formulas; Cell 

formatting and conditional formatting; Auto Fill and Fill Series; Formats for 

numbers, dates, and times; Cell addressing modes; Inserting Images and Shapes; 

Formatting Excel Shapes; Working with SmartArt 

 

MODULE-4: Working with Lists and Charts 

Understanding List; Sorting a List Using Single Level Sort; Sorting a List Using 

Multi-Level Sorts; Using Custom Sorts in an Excel List; Filter an Excel List Using 

the AutoFilter Tool; Creating Subtotals in a List; Format a List as a Table; Creating 

an Excel Column Chart; Adding and Modifying Data on  Chart; Formatting Chart; 

Moving a Chart to another Worksheet; Working with Pie Charts 

 

 

 



 

 

 



HANDS ON PRACTICE: 

 



 
 

    

 

 

 

 

 

 



STUDENTS ATTENDANCE LIST: 

 

 

 

 



Assignment Questions 

 

 

1. The following worksheet contains Roll.Nos. & Marks in 5 subject of a 

student. Calculate his grades as per the following : 
Marks  Grades 

0-40     4 

40-50     3 

50-60    2 

60  above   1 

 

2. Enter the Following data in Excel Sheet  
     REGIONAL SALES PROJECTION 

State  Qtr1 Qtr2 Qtr3 QTR4 Qtr Total Rate Amount 

Delhi  2020 2400 2100 3000   15  

Punjab  1100 1300 1500 1400   20 

U.P.  3000 3200 2600 2800   17 

Haryana  1800 2000 2200 2700   15 
Rajasthan  2100 2000 1800 2200   20 
TOTAL 
AVERAGE 

(a) Apply Formatting as follow: 

I. Title in TIMES NEW ROMAN 

ii. Font Size - 14 

iii. Remaining text - ARIAL, Font Size -10 

iv. State names and Qtr. Heading Bold, Italic with Gray Fill Color. 

v. Numbers in two decimal places. 

vi. Qtr. Heading in center Alignment. Vii. Apply Border to whole data. 

(b) Calculate State and Qtr. Total 

(c) Calculate Average for each quarter 

(d) Calculate Amount = Rate * Total. 

 

3. Use an array formula to calculate Simple Interest for given principal 

amounts given the rate of Interest and time 

Rate of Interest  8%  

Time  5 Years 

Principal  Simple Interest 

1000   ? 



18000   ? 

5200  ? 

4. Generate 25 random numbers between 0 & 100 and find their sum, average 

and count. How many no. are in range 50-60 

5. A worksheet contains Roll Number, Marks in 2 subjects for 50 
students in a class. Calculate Result and Grade using the following: 

            A student is declared as PASS if he gets 40 or more in both the subjects,     

            Otherwise FAIL. 
All FAILED students will be given Grade IV 

For PASSED students Grade will be obtained as follows: 

AVERAGE  GRADE 

>=60  I 

<60 but >=50  II 

<50 but >=40  III 

A   B  C  D   E   F 

1  ROLL   SUB1  SUB2 AVERAGE  RESULT GRADE 

: 

51 

6. A worksheet contains name and marks in 3 subjects. Calculate Total Marks 

 

a) Construct 3D Pie Chart for Total marks 

b) Construct 2D Line Chart for Subject 1 and Subject 3  

c) Construct 2D Column Chart for Sub1,Sub2,Sub3  

d) Construct Stacked Column Chart for Sub1,Sub2,Sub3 

  



FEEDBACK:: 

 

 

 



 

 

 

 

 

 



 

 

 

CERTIFICATE 

 

 

 



 

 

  



 

CERTIFICATE COURSE FOR THE ACADEMIC YEAR 2021-2022 

 

COURSE NAME: Web Designing 
NOTICE: 
 

 

1 
Certificate 

Course 
Web Designing 

B. Swarnalatha 

T. Aruna 

P. Prathibha 

 

30 hrs 

07-04-2022 

To 

05-05-2022 

 

134 

2 
Certificate 

Course 

WORD 

PROCESSING 

T. Aruna 

P. Prathibha 

B. Swarnalatha 

 

30 hrs 

08-11-2021 

To 

16-12-2021 

 

122 



Brochure 

 

 
 

 

BROCHURE RELEASE:  

  



Objectives: 

 
The course will give students grounding in the nuts and bolts of the tags, 

script, and code that create web pages. It will help students understand how 

the web pages work. This knowledge will allow students to build on their skills. 

They will understand the potentials and limitations placed on writing for web 

pages. 

 

Course Outcomes: 
 

At the end of the course, the students will be able to: 

● Demonstrate competency in the use of common HTML code 

● Construct pages that meet guidelines for efficient download 

● Construct pages that meet the needs of an identified audience 

● Construct efficient file structure for web sites 

● Demonstrate proficiency in the use of a WYSIWYG design software 

● Evaluate the functions of specific types of web pages in relationship to an 

entire web site 

● Design electronic text and web pages that include the standard textual 

components needed on web pages 

● Create web pages that meet accessibility needs of those with physical 

disabilities 

● Utilize graphic design to enhance web pages 

 

  



Syllabus: 

 

Unit-1: 

HTML Introduction - Structure of HTML Program - Formatting Text - 

Create and  Execute Html Programs - Heading tags – Inline type styles – 

the Font tag – layout techniques with HTML - Anchor & Image tags – 

Frames- Frame set – Tables - Table  rowspan &colspan - Form Tag 

Unit-2: 

Form elements - List Tags - Marquee Tag - Marquee tag attributes – Image 

basics – the IMG tag and its attributes – Table tag  its structure , affecting 

table appearance – frames and its types - frameset – Forms – Simple 

Hyperlinks – Linking with a document - Nested Lists - Cascading style 

sheets – Selectors - Filters and Transitions  

  



Schedule: 

S.No. Date Topic Lecture by 

1 07-04-2022 HTML Introduction P.Prathibha 

2 08-04-2022 Structure of HTML Program P.Prathibha 

3 09-04-2022 Formatting Text  P.Prathibha 

4 11-04-2022 Create and  Execute Html Programs P.Prathibha 

5 12-04-2022 Heading tags P.Prathibha 

6 13-04-2022 Anchor & Image tags P.Prathibha 

7 16-04-2022 Frames P.Prathibha 

8 18-04-2022 Frame set B.Swarna 
latha 

9 19-04-2022 Tables B.Swarnalatha 

10 20-04-2022 Table  rowspan &colspan B.Swarnalatha 

11 21-04-2022 Form Tag B.Swarnalatha 

12 22-04-2022 Form elements B.Swarnalatha 

13 25-04-2022 List Tags T.Aruna 

14 26-04-2022 Marquee Tag T.Aruna 

15 27-04-2022 Marquee tag attributes T.Aruna 

16 29-04-2022 Hyperlinks T.Aruna 

17 30-04-2022 Nested Lists T.Aruna 

18 01-05-2022 Cascading style sheets T.Aruna 

19 02-05-2022 Selectors B.Swarnalatha 

20 05-05-2022 Filters and Transitions  B.Swarnalatha 

 

 



ATTENDANCE 

 



 



 



 

HANDS ON PRACTICE: 

 

 

 





  



 

Practice Questions 

 

 

1. Program using basic text formatting tags, <p>, <br>, <pre>, <i>,<b> 

etc., 

2. Program using different heading tags (<h1>,<h2>, etc.) 

3. HTML program to display different lists. 

4. HTML program using marquee tag 

5. HTML program to create tables 

6. HTML program to create tables using rowspan and colspan. 

7. HTML program using frames 

8. HTML program using frameset. 

9. Create hyper links  

10. HTML program to inset images. 

11. HTML program using form tag 

12. HTML program using form elements. 

13.  HTML program using nested lists 

14. HTML program using inline CSS  

15. HTML program using external CSS 

16. HTML program using fonts and styles 

17. HTML program using selectors 

18. HTML program using Table border styles 

19. HTML program using filters 

20. HTML program using transitions 

 

 

 

 

  



FEEDBACK: 

 



 

  



CERTIFICATE 

 

 



 



Course Name: WORD PROCESSING  

NOTICE 

 

 
 

 

  



 

BROCHURE: 

 

  



Objectives: 

 

If you do well in this unit, you should be able to: 
● Indicate the names and functions of the Word interface components. 

● Create, edit, save, and print documents to include documents with lists 
and tables. 

● Format text and to use styles. 

● Add a header and footer to a document. 

● Add a footnote to a document. 

● Add a graphic to a document. 

● Use the Spelling and Grammar Checker as well as Microsoft Help. 

● Manipulate documents using functions such as find and replace; cut, 
copy, replace. 

 

Course Outcomes: 
 

 

At the end of the course, the students will be able to: 

 

● Identify the various elements on the word screen. 

● Describe the different types of views. 

● Analyze the components of backstage view of word. 

● Describe how to use non-printing characters and line spacing  

● Indicate ways of saving a document. 

● Indicate various Auto Correct options. 

● Indicate ways of formatting characters in a document 

● Describe the alignment options. 

● Identify the various types of Indents. 

● Outline the major tab options  

 

  



Syllabus 

Unit 1: Getting Started with Microsoft Word  

 

In this unit, we discuss the basic on-screen elements of Microsoft Word. We 

explore the toolbars, menus, commands, and taskbars. Toolbars and menus are 

located at the top of the screen and list options that allow you to insert, view, or 

change the layout of a document. Each menu option lists different commands that 

let you format, save, and print documents. We also discuss the Quick Access 

Toolbar and learn how to add and delete commands.  

Creating And Opening Documents - Saving And Sharing Documents - Text Basics - 

Page Layout - Printing Documents -Inserting pictures - Editing images - cropping 

images - adding text on images 

 

 

Unit 2: Creating and Formatting Documents 

In this unit, we explore how to use Microsoft Word to create new documents and 

documents based on templates. We review the different commands used to format 

documents, and introduce options for saving and printing documents. This will 

help you learn as you practice creating and formatting documents.  

Formatting Text -  Indents and tabs -  Line and paragraph spacing -  Lists 

-  Hyperlinks -  breaks - Columns -  Headers, footers, and page numbers -  Inserting 

Tables -  Modifying  Tables - Formatting Tables -  Converting Text to Tables 

 

 

 

 

 

 

 

 

https://learn.saylor.org/course/view.php?id=57&sectionid=552


Schedule: 

S.No
. 

Date Topic Lecture by 

1 08-11-2021 Inaugural session, creating and opening 
documents 

P.Prathibha 

2 09-11-2021 Saving and Sharing documents P.Prathibha 

3 10-11-2021 Text basics, Formatting Text P.Prathibha 

4 11-11-2021 Page layout P.Prathibha 

5 12-11-2021 Printing Documents P.Prathibha 

6 15-11-2021 Indents and tabs  P.Prathibha 

7 16-11-2021 Line and paragraph spacing B.Swarnalatha 

8 17-11-2021  Lists B.Swarnalatha 

9 18-11-2021  Hyperlinks B.Swarnalatha 

10 20-11-2021  breaks  B.Swarnalatha 

11 22-11-2021 Column B.Swarnalatha 

12 23-11-2021  Headers, footers, and page numbers B.Swarnalatha 

13 24-11-2021  Inserting Tables B.Swarnalatha 

14 25-11-2021  Modifying Tables T.Aruna 

15 26-11-2021 Formatting Tables T.Aruna 

16 27-11-2021  Converting Text to Tables T.Aruna 

17 29-11-2021 Inserting pictures T.Aruna 

18 30-11-2021 Editing & cropping images T.Aruna 

19 01-12-2021 adding text on images T.Aruna 

20 02-12-2021 page setting T.Aruna 

21 06-12-2021 Macros T.Aruna 

21 07-12-2021 Mail merge T.Aruna 

23 02-12-2021 Mail merge T.Aruna 

24 08-12-2021 Templates P.Prathibha 

25 09-12-2021 Inserting objects P.Prathibha 

26 10-12-2021 Page designing P.Prathibha 

27 13-12-2021 Formatting pictures P.Prathibha 

28 14-12-2021 Table designing B.Swarnalatha 

29 15-12-2021 Sorting B.Swarnalatha 

30 16-12-2021 Formulas B.Swarnalatha 



HANDS ON PRACTICE:  



   



 

 

 

 

  



Practice Questions 

 

 

1. Prepare your own Curriculum Vitae (CV)  

2. Poster making  

3. Formatting options in worddocument1 

4. Table with students details  

5. Table of Contents (Only table of contents page to be printed) 

6. Select your document by using select all option and change the font 

size of your document. 

● Underline the “Microsoft –word” using underline option. 

● Draw a line through the middle of the selected text using strike 

through option. 

● Create small number below the text baseline of the word “Multi-

Tool” using subscript ( ctrl+=)  

                            Eg:- Multi-Tool1 

 

 

 

 

 

  



FEEDBACK: 



  



CERTIFICATE: 

 

 

 

   



 

     


